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AESTEACT 

This module is designed to provide counselors and 
related perscnnel with the knowledge and skills needed to plan and 
carry out guidance-related public relations activities* To accomplish 
this goal, a number of learning experiences have been organized into 
a workshop format lasting approximately six hours. These learning 
experiences «ill increase the participant's understanding of public 
relations; his knowledge of public relations resources; his expertise 
in making presentations | and his skill in developing a public 
relations plan. Evaluative activities are incorporated into the 
workshop. An extensive supplementary list of Public Eelations 
Activities for Counselors is included in the Appendix. A separate 
Coordinator's Guide is designed to accompany the module. 
(Author/BP) 
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ORJEmPATIOi^ 

The goal of this module ±h to provide you with tha knowledge and 
skills naedad to plan and carry out guidauce related public relations 
activities. To accomplish this goal a number of learning experiences 
have been organized around a workshop format, Tlie format will involve 
you In activities designed to increase your understanding of public 
relations J your knowledge of public relations resourcass your axpertisa 
in making prasantations and your skill in developing a public relations 
plan, 

A workshop coordinator will be facilitating the workshop activitlas 
and will be working closely with you in helping you evaluate your work. 
As questions arice during the workshop consult with the coordinator. 
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GOAL AND OBJECTIVES 



Madiila Gcgl 

Tg provide you with the. kno^^ledga and skills needed to plan and 
Garry out guidanca relatiad public relations activities. 

Moduta Ob Q eat iv&Q 

VThen you have successfully uompletad this module you will be able 

to: 

1. State the value of an effective public relatioins coffiponent of a 
comprehensive guidance program . 

2. Spacify and describe public reJations resources available in your 
community. 

3* Plan a public relations presentation which introduces an audience 
to a new cr imp roved coTripunent of a comprehensive guidance program, 

4, Give a public relations presentation which introduces an audience 
to a component of a comprehensive guidance program, 

5, Develop a. public relations plan for one guidance activity. 



2 
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mE ouTLim 



Activl ty 
Module OrienUatiDn 

Understanding Public Relations 

Public Relations Resoarcea in your 
Community 

Planning Public Relations 
Presentations 



Giving Public Relations 
P re s en t a t ions 



Developing your Public Relations 
Plan 



Apprgxlmate Module 
CQmpletion j;lme^ Objectives Reached 

1/4 hour 

1 hour 1 

1 1/2 hours 2 

1 hour 3 

1 hour 4 

11/4 hours 5 



6 hours 
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ACTr/ITY 1 - UNDEHSTANDING PUBLIC mLATIONS 

Tha purpose of this activity is Uo provide you with an opportunity 
to bacome more aware of th^ meaning and importanca of public relations 
for your guldanca program. 

To bugiu thci auuivityj g^t Uugtither with two other participants and 
reviev; thu material on tha next few pages titled Public RQlations i yTnat 
an d_ _Why_ , Then use the following questions as a guide to discuss the 
iLeaning and iraportanea of public relations activities for your guidance 
program* 

1, As you think about your own work setting, how would you 
describe the public relations component of your guidance 
program? 

2, How would you categorize and describe the various publics 
in your conmiunity? 

3* Three reasons were given in the text for conducting public 
relations activities* providing accurate infonnationj 
gaining public support and creating staff morale • Do you 
feel these reasons am applicable in your setting? I^at 
other reasons do you feel are important from your 
perspectivo? 
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PUBLIC RELATIONS: WHAT AND WHY 

"'"^ - - — - ^--^-^--^-^ — = — — 

4* l^hat i8 Puhlio Relations 

B. The HQed fo.v Publia Eelatianu 

Publia Suppai't 
3. Staff Morale 



Many organizations hire public relations experts to tell 
their story* llie results of the work of axparta often Includa 
colorful and expensiva brochures and magazines and extensive 
appeala on radiD and television, Tlie substantial expensa in- 
volved makes this approach to public relations impractical for 
many schools and most certainly for most guidance dapartmants. 
As a result, the tasks of public relations ^ at laast for 
guidances must be assumed largely by guidance personnel* 
If this is the case j then we must have a clear undarstandlng of 
what we mean by public relations and why it is an impDrtant 
coraponant of a comprehansive guidance program* 

What is Public Ralations? 

Public ralations has been defined in many ways i as the 
art of working affectively with people ^ as the art of 
bringing about batter understanding and creating greater con- 
fidence ; and as the art of building public friendships* 
The National School Public Relations Association describes 
public relations as "a management function which interprets 
public aCtitudeSj identifies the policies and procedures of 
an individual organisation with the public intorest, and 
eKacutes a program of action to encourage public involveraent 
and to earn public understanding and acceptance'". v 

12 
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For our purposes wa will defin. public relations a. tha con- 
tinuous interpretation of tho guidanca program tu tha public 

to ga.n undarscanding and support for its goal of maating 

tha guidance needs of youth and adults. 

How wall this is accomplished dapends on how wall 
others understand tha guidanaa p„gra. and on how well wa 
understand their attitudes toward our af forts. Xha influ- 
ence guidanca personnal have on Iniprovlng thair program 
rasts upon thalr ability to guida public opinion and to ba 
responolva to it in maeting individuals' and society's 
needs. This will ,,^n±r. taking the public into partnar= 
ship through public relations. 



There are many reasons for conducting public relation- 
activities. Among them ara tha need to present accurate 
information, gain public support and develop staff morale. 

Guidance personnel can reach chair goals only if the 
public understands the guidance program. This means that 
a continuous flow of accurate information is racuired. It 
1. our task to communicate , to dispel a lack of understan- 
dins and misinformation. This will requira careful 
ntt^nuion to the information presented so thac it accur- 
ately describes how individuals ara helped as a result of 
the guidance program and appropriataly details the 
guidance techniques and methods used. 

In addition, guidance personnel should become skilled 
m m^intainlna the public's support and cooperation. As a 
first step, we need to group all of the individuals in a 
community who can have an affect on the program. The 
following list is not comprehensive but suggestive of 
typical groups found in many cosnmuuities. 
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Internal 
S tudants 
Teachers 
Adminis trators 
Schcjol Board 
Staff Employaes 
Counselors 



External 



Parents 

Taxpayer groups 
Service clubs 
Civic groups 
Business 
Industry 

School neighbors 



Churches 
Alumni 

Athletic, boosters 

Labor unions 

Leglalators 

Government 
administrators 



Once this is dona^ the next step is to design ways of 
getting the guidance program to these audiences by every 
available means and as often as possible. The more the 
guidance program can be told effectively, the more likely 
we will receive the personnel , money and moral support 
needed to meet the guidance needs of those we serve. 



we Ck^ est ©ij tuiTH oud^ircacstoL) 




Staff morale is based upon such feelings as being of 

1 

survice and being accepted* Tlie following list is 



Staff Movate 



Adapted from Cutllp.,.. Scott M, and Center, Allen H. 
Effecti ve Public Relations (4th Edition)* Englewood 
Cliffs, Now Jersey: P rant Ice --Hal 1 , Inc., 1971, 
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suggestive of other feelings whl.-:h also affect staff morale, 

1. To be meaningfully engaged and 'to help others 

2. To ba supported and consulted Within the school 

3. To ba respected. Mithln the conmunlty 

4. To deliver a necessary and wanted sarvlce 

5. To havQ an influence on public opinion 

Often, our efforta in guidance ara not understood or 

appreciated by our various publics or, what's woraa, our 

efforts are misunderstood, and misinterpreted. The 

responsibility for this rests, at least partly, with us 

because if we are not consciously conducting a public 

relations program, we are doing it unconsciously. We need 

to become actively involved on a daily basis in comnuni= 

eating our program. Only then will the PR of public 

relations be,, translated by the public as "Performance 
- 2 
Racogiilged, " 



2 

Guidance Newsletter, ScXGnce Research AasDciateg, 
Saptembtir-Octobar, 1967, 
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PUBLIC RELATIONS RBSOU 
IN YOUR COMMUNITY 
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ACTIVITY 2 - PUBLIC MFATIOm mSOVRCBB III YOUR COMMUNITY 



Tlie purpose of this aGtivlty is to provide you with the opportunity 
to identify public illations resources available in your conanvnlty and 
describe how they could be used in your guidanca program's public 
relations activities. 

For this activity stay in the sanie group you were in for Activity 1* 
Thens review and discuss the resources which are described on the 
following pages using Worksheet 1, In your discussion focus on the 
availability of these resources in your comunity and how they may be 
used in the public relations activities of your guidance prograra, 
finally in brief outline foinn, write dowa^ on Works^ieet 2, your intended 
use of five of these resources. 
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Resource 

1* Advertising 

2. Billboards 

3* Bulletin boards 

4. Bumper a tickers 

5. Cartoona 

6* Direct mall 

7- displays 1 

8* Handbooks 

9* LeafletB_ 

10. Mottoa Es slogans 

11* Nev7spapara 

12. Reprints 

13, Special publications 
1^1 Announcamants 

15, Proclamations 

16, Speakers' buraaus 

17* Special programs 4 
waaks 

18, Speaches 

19 * Telaphona 

20. Tape renordlngs 

21, Filmstrlps Si slide 

tapes 

22* Motion pictures 

23, Fliotpgrapha 

24, Postara 

25, Radio 

26, Slidoe 

27, Television 



Worksheet 1 

Available Usable Consents 
Yes No Yes No 
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Worksheet 2 



Resource Intended Use 



2. 



3, 



4. 



5. 
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PUBLTC RELATIONS RESOIIRCES 



4. PiHntsd Word 

Sight and/ 01^ Sound 



Spoken Word 



There Mq many public relations res our c^^ available, 
Tlielr usefulness to you is limited , howaver ^ if you are not 
aware of thBm or do not understand their potential use for 
your public ralatiyns actlvitias. 

Public relations raeources can be grouped into three 
broad catagories ^ the printed word, the spoken word and 
sight and/or sound* 



Public Relations Resources 



Printed Word 

Advertising 
Billboards 
Bulletin boarda 
Bumper Stickers 
Cartoons 
Direct Mail 
Displays 
Handbooks 
Leaf lata 
Mottos/Slogans 
Newspapers 
Reprints 
Special Publi-- 
cations 



Sight and/or Sound 



gp^ken Word 

tonouncementa Tape Racordings 

Proclamations Filffiatrips/Slids Tapes 

Spealcers ' Bureaus Motion Pictures 

Special Progrars/ Photogr^aphs 

Weeks Posters 

Speeches Radio 

Telephone Slides 

Taleviaion 



To help you beconie acquainted with many of the re- 
sources available j the following annotated listing is 
presented. If you are interested in additional resources 
and ideas check the AppGndiK and Raferenco aection at the 
end of tha module. 
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Printed Word 

Attention can be drawn to your guidance activities by 
buying advertising space in newspapers, magazines, on radio 
and television broadcasts, or even on outdoor billboards. 
However, notices like these can be expensiva. Consider 
placing an ad in your school newspaper end/or district news- 
letter advertising your program. 

Outdoor billboards are an effective, but rather expen- ' 
Siva means of advertising. If one is available, make good 
use of it by making it 'infortnative and attractive. Some 
billboard companies have billboards available at no charge to 
non-profit organizations and associations. 

If you have a guidance bulletin board put it in a place 
often paosed by the paopla you want to reach. I-iako the 
bulletin board fresh, snappy and Infornatlva. Use it to high- 
light and display new programs, new couraes , occupations and 
school catalogs. Always put a date on anno un cements . Be 
sure to change it regularly. If you plan to post notices on 
bulletin boards In other schools, churches, or libraries, be 
sure you get permission first. Also, remove them once they 
have served their purpose. 
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One way of projecting messagaB onto the streets and 
highwaya Is to put them on adhesiva backed cards £hat stick 
to automobile bumpers. This is a good way to call public 
attisntion to an event or issue. Bright » vivid colors and 
the use of catchy slogano or cartoons makes them even more 
eye-catching , 

Use comic drawings to illustrate ideas and provide 
inf otnnation. They can be used to enliven and draw attention 
to posters, bulletin boards and bumper stickers. If captions 
are used they should be short and to the point. Perhaps 
students can be recruited to help make up orislnal cartoons. 

Direct mailings can be used to inform individuals of 
special events or to keep them informed about the guidance 
program. These messages can take a variety of forms— post 
cards, letters, or letters with enclosures. If possible ^ 
send letters first class addressed to an Individual, not to 
occupant* If first class is not possible consider obtaining 
a bulk mailing rate. If you plan extensive mailings you will 
need to make up a mailing list, perhaps classifying the 
names so that any group or individual can be singled out 
for a particular message, \sfh^n appropriate ^ add information 
about the guidance program to other school mailings. Put 
news media personnel and other important contacts on your 
mailing list, Tliis will giva them ragular contact with you 
and your organiF.ation p as well as permit them to become 
familiar with the work you are doing. Alsoj it will ac-- 
quaint them with names of the key people in your program and 
explain how guidance fits into the educational and community 
scheme of things. 

Select a theme and then choose materials for a guidance 
dii:^play. Set it up where as many people as possible will 
see lt--^in public and achool libraries ^ banks, shopping 
centers, shop winduvjs and near the school lunchroom so in-* 
dividuals can browse around and a^k questions. Have someone 



Bump 01' 
Stiak&rB 



1 Cartoom 



Mail 



Display 3 
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on hand to answer questions. Vrnke use of studanta If 
possible. Supply the display with occupational information, 
collage and vocatlonal-=technical school catalogs, or othar ' 
guidanca materials and programs offered. If the purpose of 
your display is to acquaint people with the guidance program 
as a whole, have it represent as many phases -of the program 
as ■possible. Usually, however, an exhibit will feature some 
particular project such as career Information. Don't over- 
look opportunities to use displays at teachers' oraanlgationa 
and other educational and child welfare groups, a 
portable exhibit that can be used more than once might be 
profitable In the long run. If a portable axhiblt Is used 
don't forget to change its contents aa -the exhibit is used 
with different audiences. 

Develop a guidance program handbook for parents, stu- 
dents, teachers, and administrators, describing what 
services are available as a resul . of the school's guidance 
program. In it explain what guidance is and its role in 
relation to other programs in the school. Explain current 
thoughts and trends In guidance. Be sure to keep It up to 
date. iUso, you should have a page or two in the student 
handbook on the guidance program. 

Leaflets are a convenient means of stimulating in- 
terest, answering questions and spreading information about 
the guidanca program. The use of color, cartoons, and 
slogans make them more appBaling and attractive, to the 
reader. Publish them for parents and feature c)sar Infor- 
maulon about the guidance program. Pass them on to 
teachers with auggestiona for how they can relat.j guidance 
activities to their subject. Include a calendar :in the 
leaflet to remind pGople of special testing dates and other 
important events. Have tliasa dateH circled or emphasized 
in somfi Way* 



Leafleii 
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Catchy, clever sayings are som-cimes used to spice up 
publicity. They are phrases thac ar- easily fixad In a 
parson's mind and repeated. Thea^ might be used as a 
theme for a nortaln avent and placed on the literature pub^ 
licizing it. Slogans are sometimes printed on buttons^ 
badges, or bumper stickers, ^emb^;^ ho wevar, alogans are 
not: eolutiong In themselyeo to public rfe lationg problems. 

An excellant way of reaching members of your community 
is through the local newspaper. Know the politics of your 
school system and if pre^su releases must go through a public 
relations person make use of that person and supply the 
facts. Otherwise, write your own, but contact the news-- 
paper to find out to whom and how you should submit your 
articles. Be sure the information is accurate, timely and 
brief. Tell only the essential things; omit unnecessary 
details. Begin with the most important facts first | fill in 
__detalls later. Taa information should be of publir. 

interest I make it readable. Don't use technical language, 
Jargon or acronyms. Keep newspaper personnel Infortned of 
all your important guidance activities , If enough Interest 
Is generated they may be interested in writing a feature 
article on the guidanca program in your sohool. Make use of 
the student newspaper, ^Iso, Have articles in it regularly 
to Infonn students about what the guidance program has to 
offer. Perhaps a student can be your guldanca program 
colunmlst , 

With so many publications out today it is hard to read 
them all. Sometimes, however, you do come across an article 
that is interesting, and you may want to share it with others. 
You can clip the article out or IP you want a number of 
copies you can write to the publications office and obtain 
ruprlnts of that particular article. Once you have the 
reprints put them on bulletin boards, hand them out to your 
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colleagues, enclose them in letters to people who laight be 
interested In them, or use all or part of the inforrnation in 
speeches or articles you might present. 

Use all sorts of publications to publicize information 
about the guidance program. Your community might have a 
local shoppers* guide or a neighborhood association news^ 
latter* Also many local sarvice organizations have news- 
letters. Check around to find out about all of these local 
resources. Use them to carry information to their select 
audiences , 

Spoken Word 

Make use of the public address system in your school to 
announce special events such as testing dates ^ visiting 
college or postsecondary vocational--teahnlcal school repre=- 
sentativesj decision making and self awareness activities , or 
career fair prograrns. Be brief and to the point----above all, 
be interestingt Students inight enjoy coming up with enter- 
taining annouiicaments that they would enjoy presenting them- 
selves. Spot snnouncements are a good way of using' radio and 
television broadcasting services. All broadcrisc media are 
required by the FCC to denote broadcast time to public 
tfervicu announceinents , Messages must be planned so as to be 
put across in a minute or less time. Word the announcement 
simply and briefly. Don't start off with the main point. 
Glvtt lifiteners a chance to fix their attention to what you're 
saying. If there is enough time repeat key words or facts. 
Proclamations are officinl announcements that usually 
come from govei-'nment leeders such as a mayor or governor, 
Thc?=ir purpose is to proclaim a certain day ^ week or month as 
a special time in which emphusis should be placed on a 
particular group or event; for instance^ American Education 

25 
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Waek or National Caraar Guidance Waek. For examplas if 
effort is diracted through the right channels you could 
obtain ^ proclamation for National Caraar Guidance Weak in 
your coEimunity* Aftar you obtain the proclairiation , work on 
special waya of using that week to promote carears. In 
fact 5 continue that ef fort throughout the year* Writa to 
NVGA, 1607 New Hampshire Avenue , N* W. , Washingtons D, 0*^ 
20009s f^^ more information. 

Prepare a list of available speakers to aSBist with the 
guidance program* Describe briefly the qualifications of 
the speakers and the topics they are prapared to discuas, 
such as vocational education^ drug abuses juvenile 
dalinquancy and career education. Invite thase resourea 
people to conduce workshops in their special araas , Develop 
a speakers^ bureau in your own guidance department* Be 
preparad to speak to community groups on activities of your 
spacialty. 

Choose a topic which you wish to develop and come up 
with a plan to present it* If your interest is Career 
Guidance, promote National Career Guidance Weak. Think up 
original and intarestlng ways in which to prasent occupa'^ 
tions or leisure activities to your students* For Instance, 
each day briefly describe an occupation over the public 
address system. Have local leaders of the community come 
In and preHent talks to the students. Distribute pamphlets 
on occupations and put up special bulletin boards. Have 
students spend the day at a place of work in which they 
are interested. Or perhaps have them spend a day at a place 
of work in which they may not have expressed an interest, 
StudanUs can then report back, and tell about t'hair expar-- 
iencea. Encourage parents to become involved in your 
special programs J too. Have a special night for postsacon*- 
{lary education whura both f^tudents and parentB can learn 
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about admissions procedures, financial assistance and 
scholarships. For new BUudeiits and their parents, conduct 
an orientation program to acquaint tham to their new school* 
AlaOg havfi groups for parents of studaiits involved in group 
or individual counSGling. 

Soma Hpaeches iDade for radio and television audiencas 
or at civic ineiatings might be recorded and played back for 
othar groups. Others misht be typed and then dlBtributad 
in manuscript form* Offer to be a speaker to conimunity 
organi^iations i Devalop affective ways of presanting your 
materials to audiences* If you are not inclined to be a 
speaker J check with community leaders who often appear 
before the public and find out if thay would appraciata 
itenis of interest to Incorporata in some of thair" speeches. 

An excellent meaiis of public relations is personal 
contact. Create a good imprassion by being natural ^ 
pleasant p and expressive. Contact parents of new students 
before school opens to chat with them and help answer 
questions* Use the telephone to contact parents about their 
son or daughter's development, A sincere compliment can 
help further rapport between parents and counselors. 

Sight and/or Sound 

Tape recordings are easy to makes ine>:pensivp . and 
can be used over and over again. Recordings oL aechas j 
spot announcenients ^ dramatic or musical presentations 3 
broadcasts J or inforTnative conversations can L ^ used to 
relay ideas to individuals or groups. 

Films trips and slide tapes are good audio^v ' ^ual media 
which can be used to enhance a program on guida. ^ Thay 
can be ordered from many different companies for a rental 
fee or you can create youx' o\m. Keep a record of good 
materials that you have seen so that you can incorporate 
thara in your uwn presentations. 



Talcpho} 



Tape 
Reaordiyigs 



Slid? Tap^e 
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Films are anocher way of inforioing the public about the 
CUidanca program, A speaker 'y main poliit may bm eiihanaed by 
a raallBtic porCrayal on fllrn* They are mora axpensiva than 
ffilmstrips I but it may bn V7orth the extra money to gat your 
point across. Obtain cate.logs and keap a listing of effec-- 
tivu Lilins* 

Tha old cliche that a picturQ is xTOrth a thousand words 
is raally true. A good piGture can sometimeis tell the whole 
story. It dr^wB interest and niake*^ a story come alive* Be 
prepared by always having a camera available. Candid action 
shots can really provide interesting pictures that show what 
the guidance program is doing* If you know of a special event 
coming up ^ be sure to have a photographer there! Action shots 
can enhance a news story ^ posters bulletin boards^ or leaf- 
let* Portrait photos of speakers or fellow workers can 
also be used with articles in newspapers and magazines* 

InnQvative posters are an effective way of publicizing 
events* Tliay can be placed in shop windows^ libraries ^ 
school buildings, and other public buildings for a couple of 
days or weeks* Get permission to locate them and detarmlne 
a suitable method and place to hang them. Make them eya-^ 
catching, Uca vivid colors and intt^iresting pictures or 
designs. Include only the necessary informatiori.. Make them 
unders tandabie . Be sura to remove them once they have 
served their purpose. Place posters in the classrooms. 
Have each poster emphasi^.e one typical student need and 
the appropriate guidance activity available. Change the 
ploceTnant of posters periodically for more exposure. 

Radio is an a^icellent medium available for your use. 
Radio stations pride themselves on their record of public 
Ejcrvice. Take advantage of your oppgrtunities to use free 
public service broadcaiiting time* Talk with the program 
director at the station. Many stations have programs which 
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FJiotogmplm 



FootmvQ 



Badio 
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highlight community aGtivitlGs in a discussion-^typfi format 
r.nci would welcome your program ideas. Spot announcements 
also can be usaful. Make the program interesting; raraembar 
that a simple twiat of the dial con put an abrupt end to 
your message* Catch the interest of your audience at the 
beginning. Be sure to repeat important ideas later on in 
. . ti\ a b r o^ad/jas t-, Ub a ^ p ao p la i t li g ood rad io vol m s , Che ck the 
possibility of using students. Be short and conciBa. Radio 
time is expensive, so don^t waste it; you'll want to be 
invited back again. Don't forget to send letters of thanks 
and appreciation to station personnel for providing public 
servlca time. 

Mast schools have a slide projector ^ so make use of this 
form of visual equipment. You can rent slides , or better 
yetj make your o\ml It is an inexpensiva way of parsonall^ 
aing a program, meeting or exhibit. Have someone with a 
camera take 35mm slides of guidance activities going on at 
your school. Use these slides to portray a special com- 
munity needs such as a child guidance clinic 5 or simply to 
show the program activities of a school counselor. Many 
schools have the equipm.ent to photograph charts and graphs, 
title slidas and illustrations frcm books. 

You can capture the attention of many people through 
the television mcidlump so use it wisely. Study the programs 
your local stations offer to find out what possibilities 
might be open to you. Become acquainted with the staff at 
uhe television station and work with them to develop pro- 
grams chat will be of interest to your cominunity* If your 
station announcas events of civic interests send notices of 
your programs and events. Develop a special television 
program on the guidnnce program and i^s , contributions to the 
coiamunity. If your community has an educational television 
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station b<\3 Bure to maintain contact with the station -and 
work toscthGr to develop programs. If your school has a 
television station don't forget to usa it in a similar 
manner- 



30 



PluANNIN'G PUBLIC RELATION! 
PRESENTATIONS 
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ACTIVITY S - PLANNim PUBLIC mLATIONS PmmNTATIONS 



The purpose of Activity 3 is to provide you with the ykill to plan a 
public reliJ.tions presentation. To begin the activi^^y get together 
with four to six other participants. Each team will require a chair-^ 
person and a recorder. 

Your team will then become the guidance staff of a school t/hich has 
tha task of planning , in outline forms ^ presentation introducing a new 
or imp roved component of a coTnprehcn.^ive guidance program. llie compo^ 
nent chosen could be a new guidance resource center, a career exploration 
group 5 decision making or values clarification activities or a new 
placeraent activity, but you are not restricted to these. Your team 
should choose a guidance program component with which it is comfortable. 

Once your team has chosen a guidance program component^ the next 
step is to actually develop the presentation in outline form. To accoin'" 
pllsh this task first read the section of the module which follows on 
planning public relations presentations* Use Worksheet 3 and briefly 
but concisely describe your intended audience, the presentation organic 
zation and the niedia Co be used. 

^vTien you have completed your presentation outline, exchange it for 
another team's outline for review and evaluation purposes. 



32 



- 23 - 



worksheet 3 
I'rESQiitation Planning Worksheet 

1, Audience Cdescribe the intended audienca) 



^- greBentation Outline (outline the content ' to be cover. 



ed) 



3. Media_^an£lreaenta^^ (describe media to be used and IndicaCe 

prasentatlon niathoda Ghoaen) 
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PLANNING Pi^ESENTATlONS 



4. Trm Art of Communiaation 
B> Playinitig Stepa 

2, Content 

3 , Org ani ^ ex ti o?i 

4, Media 



All of the public relations strategies dascrlbed in the 
previous section can stitnulatB public awareness , undar^ 
standing and accept anca of the guidance program* However p 
ramembar that a personal approach , an appeal to a particular 
individuai or group through a direct porsonal presantation j 
is more likely to gat a favorable response than an impersonal 
appeal*. Also, remember that eff active communication means 
tailor-made presentations especially designed for the 
situacion, time, place and audience * 



A P&rsonat 
Approaah 



Hie Art of Communication 

In planning a presantation ^ careful attention must be 
giviin to the art of conrniunicatlon* The following list of 
communication elaments are suggestive of points which should 
be kept in mind in planning presentations. 
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1. 



The 7 G'b of Comraunicstlon* 



Co^unic«t:ion scares with a climate of beli.f. This 
titio.er" ?f °" the part of the prac= 

in the .ender. recaivar must have a high ragard for 

thu HQurca'a compacence on the subject. 

A communications program must square with the realities 

t = rv to'rhf , f ^«dia are only "supplaman^ 

t.ry to the word and, dead, that .takes plact- m -dally 
plavKck "^""'^^t must provide for p«rtiaipation and 

playback. ihe contaKt must confirm, not contradict the 
message ■ 



Orodihility 



Contsxi 



5. 



7. 



rne messaga must have meaning for the receiver, and it 
must be compatlbla with the recclvar'a value system. It 
mu.t haveralavanca. In general, people select those 
itmas of information which promise them greatest rewards - 
The content determines the audience. ^ 

cSe "amrfh^""'!: simple tertns. Words must mean 

t e .ame thing to the receiver as they do to the sender... 
Che farther a message has to travel, the simpler it must 
voices sp"k with one voice, not many" 

Communication Is an unending process. It requirea 
repetition to achieve penatraCion. Repetitlon^-with 
variation— contributes to both factual and attitude 
-.earning. The story m.usc be consistent. 

Established channels oJ: coimiunication ehould be used— 
channais chat the receiver uses and respacta. Cresting 
new ones is difficult. Diffarent channels hav. dif f ar Lt 
el.octs and serve effectively in different stages of the 
aitiusion process. 

CDmmunication mu^t take Into account the capabiUty of 
the audiencG. Coimnunicatlons are most eff active when 
they require the least effort on the part of the 
recipient. This includes factors of availability 
hi-bxc, reading ability, and receiver's knowledge" 



Oon tent 



Claritv 



Continuity aru 



Capah'i 



*Cutlip, Scott M. L Canter. Allen H. liffectiva Public 

Relations (4th Edition). Englewocd clITF^ 

Prontice-Hall, Inc., 1971. 



Nev; Jersey 
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P lanning Step ij 

Once you have the 7 C's of Coinmuni cation In mindj the 
next step is to systeuiatically lay out your preoantatlon in 
oucline fprtn. The first step is to consider who your 
audlencQ will be- lliis will datarmine to a large extent what 
your content will be^ how you will organize the presenta-^ 
tinn and the type oC media to be used. For examples if you 
are making a presentation to teachers in your school you 
^probably- c^an--ba morta tnchnxcaX than if yoti area ^ptaaking to a- 
local service organisation. 

Although the content of your presentation is determined 
in part by your audience, chere is a core of material from 
which all presentations will be prepared* It is important 
that the core material reflects a comprehensive guidance 
program based on needs assessment data^ is organised around 
Individual outcoaes^ and contains appropriate evaluation and 
feedback procedures. 

The next step in planning is to consider how you will 
organize your presentation and what type of presentation you 
will use* A wide range of presentation methods are open to 
you so don't limit yourself only to the traditional lecture # 
Tliink abouc the variety of presentation methods such as 
forums, panels s symposia , discussions and/or group interviews 
and then think about ways of effectively combining them for 
your presentation. As you do, also think about the sequence 
of events (content) within the planned presentation so you 
can relate a particular aspect of presentation content to 
the most appropriate presentation methodi Some kinds of 
conUent lend themselves to a straight forward presentation, 
perhaps by one persons while other kinds of content might 
best be conveyed through panel discussions or testimonials 
of students or staff. 



A final step in plarming U to consider tha media you 
will use,^ Tha impact that media haB on audiences and con- 
tent is well undGrstood. As a result careful thought mu«c 
be givr^n to tha kind of medium best suited for your prasan-- 
tation content and your audience, %ain, there is a wida 
range of media available to you ranging from motion pictures 
to handouts. Ordinarily your time will be limited so don't 
think in elaborate terms. Rather, stay with simple trans-- 
parencies, charts and brief handouts. Whatever medium you 
use, have it preparad in sufficient time to try it out on 
several groups similar to your intended audience. Medium is 
an excellent assistant to your program if it works; if it 
doesn't work^ it will be a detractor. 



mk about t^Ac 

miehj ^ 

y i J I 



I 




Tu smnmari^ej hare are some key points to remember in 
planning a presentation. 

1. Carefully delineate the presentation 
method to be used and the steps which 
need to be taken to effectively use 
chose strategies. 
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2. Check to see if you are covGrlng all the 
principal components of your program . 

3, Devalop a complete oui:llne of all the 
organizational aspecta of the presenta- 
tion # 

DevGlop plans for the de '^f^jlopiacBnt and 
use of iTiadia* 
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■GIVING PUBLIC RELATION 
PRESENTATIONS 
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ACTIVITY 4 ^- GIVma PUBLIC M^MTIONS PmSENTATIONS 



Tha purpoae of Activity 4 is to provide you With tha skill to make 
a public relations presentation. To complate this part of tho activity, 
remain in the same group you were in for Activity 3. Your group's task 
now is to present tho guidcince component selecttid and outlined in Activity 
3 audience, in this ca^e another jroup. of participants. T^^o teama^. 

neftd to work together. One group will give thair presentation for 15 
rainutes and than be ready to answer questions for 15 minutes. The other 
group will be the audience listening for 15 minutes and asking questions 
for 15 mnutes. At the end of 30 minutes the group serving as the 
audience will rata the presenters as a group on the Program Presentation 
Rating Scala giving them immediate feedback. Tlie Rating Pm^J- appears 
on tha next page. For the second 30 minute session the p li ' iv. of the 
two teams is reversed. The presenting group will be the audi^^nce and the 
audience group will be presenters. The same time lines and prDcedures 
are to be followed as in the first 30 minute session. One final word. 
It is understood that you will not have all the infoiTnation and madia 
needed for your presentation. Do the best you can with what you have. 

To prepare for giving your presentation read the section of the 
module which follows on giving public relations presentations. 
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Program Presentation Rating Scale 



Directions: 



Listen carefully to the presentation nr^A t^h- 
scale to rat. the pre,e„?l„8 "e"^ Circle t""'° 



Content 

Organliatlpn of prGoencation 

lacks continuity i 
Concent coverage 

too lengthy i 
Accuracy of aaterlal 

obvious errors l 
Comments 



3 4 5 



3 4 5 



3 4 5 



sequancial 



well chosen 



Substantiated 



Presentation 

Language used in presentation 

technical i 
Prograjn iraage projected 

distorted/vague i 
Awareness of audience 

oblivious j_ 
Comment a 



3 4 5 



3 4 5 



3 4 5 



undarstandable 



pos Itiva 



sansltiva 
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Cd V I N O PH MS ENTATION S 



4. Prior to tmBantationa 
C\ Pi'&aentation hivaluction 



EffecCiva planning 143 tha foundation of a good pressuCa^ 
tion. ThQvm aro a number of points to keep in mjncl, hQwever, 
just prior to, during and after a presentation. 



Prior to Presentations 

Just prior to a preSGntation m^Q these questions ae a 
way of checking your presentation readiness, 

!• Was there a presentation dress rehearsal? 
Is the room arranged and lighted properly? 
Is the room veiitllation adequate? 
If name tags or signs are Co be used are thay 
available and/or in plnce? 

Are the audio^-visual resources functioning properly? 
Is the media (handouts j transparencies) ready? 
Will the pres£iiter£> be in plac-e and rei^dy to begin 
on time? 

Is someone available to handle such duties as 
turning out the lights, getting more chairs and 
closing doors? 



2, 
3. 

4. 

5. 
6, 
7* 

8. 



Pre sen ta tion 
Cheaklist 
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During a presentation, keep th.se points in mind:^ 

1. Look at your audience, not over thel. Mad or at 

their feet, 

2. Avoid racriing your pre.encation word'by word. 
3* Bq onthuaiastic. 

4. U«e common language- .«ek audian.e Identification 
in vocabulary and anttcdote. 

5. Stick to time limits, 

6. If you are a panel .amber, give your attention to 

the peroon speaking; It h.lps to snal. occaBionally 
tool 

7. Sp«ak clearly and loudly enouah to be heard by all 
in su..ary, audience. ...pond favorably to presentation. 

xn whxch presenters use plain Ingli.h .nd al.pla phra.es, 
Know their subject, stay within the announced time limit and 
^« enthu.iaBtlc. If po««ible the audience should be 
allowed sufficient time to a.k ,uastlon«. Give direct 
straightfor^vard answers. I, questions ara asked about' 
-nsitlve topicB. offer to neat with the ,c..tioaer. after 
tha meeting. 

Finally, use question, such as th«.. to evaluate your 
pGrtormance * 

1. Was tha preaHntation adequately planned? 

2. Did the audience understand the message? 

3. What could have bc^n done differently? 
^i- Was the audience reached? 

Several points weia taken f rom Al tui.-m-.. 'H i- i , , 

Keith and Fork, Samoline. Mult "ed ' -^'"'^f ' '■'^td,ell, 

Hducation. K^iruT^n^oii^iliy^ 
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5. Could better provisions have bean made to handla 
unforeseen circujBs tances ? 

6, Weru provisions made in advance for maasuring 
presentation impact? 

7* Were such provisions adequate? 
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ACTIVITY S ^ DEWLOPTHG YOUR PUBLIC mLATIONS PLAN 

The purpose of thin activity is to provide you with the opportunity 
of developing a public relations plan to initiate and carry out one 
guidance activity when you raturn to your work setting. 

To begin the activity^ get back together with the two participants 
you were with for Activity 1, Read and discuss the steps in planning 
found in the section of the module titled Developing a Plan ^ 
which follows. Also reread the section on public relatione refioyrces and 
chaek the Appandix for additional ideas. Then develop your own plan on 
a separate sheet of paper. Each person should develop his/her own plan 
but allow time for sharing and interaction. 

Remember this plan will be yours to take back to your own work 
setting. Take into account your setting possibilities and constraints. 
Be as realistic as possible, I^ien you have completed your public 
relations plan to initiate and carry out one guidance activity, have it 
reviewed by the workshop coordinator. 
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DEVKLOPING A PLAN 



An Steps in Flmning 
A Scmple Flan 



Effective public rGlations activities don't just happen* 
Careful planning is required* Nor can they be gaparated 
from the basic comprehenBive guidance program. In factj the 
bast public relations begins with a sound comprehensive 
guidance program* The best public relations in the TOfld 
cannot cover up an ineffective guidance program that does 
not Tiiaet the needs of its consumers* 

Public relations planning must be part of an overall 
program of work which seeks to contlnual3.y improve and eK^ 
tend the total comprehensive guidance program* To be com^ 
prahensive and systematic, your public relations activities 
should be developed around a comprehensive guidance program 
and installed as an ongoing part of the program's develops 
ment and management procedures* Public relations activitiea 
which are not related in this faBhion to the total program 
will be seen as suparficial and as a result will not have 
sufficient Impact* 

S tsps_i)^^larming^ 

To da VP lop your plan for public relations , consider 
these steps I 

1, Conduct a thorough appraisal of the public relations 
resources available in your community* 

2, Consider the relative impact each resource may have on 
various publics- \ 

3* Translate these resources into public relations i 
strategies to be used* | 




Compr&h&nBive 



\ Continual 
Improvment 



47 



4» Oucline uha steps which will be taken in the davelopmant 
of these atrategies, 

a, Dav lop a Task, Talent and Time chart for each 
strategy, 

b, Prapara the necessary madia to be used with each 
strategy, 

Well^planned public relatlDna activities are an integral 
part of the total guidance program developitient and manage-' 
ment. An affective public relations plan should bei 

1, Sincere in purpose and execution, 

2, In keeping with the total guidance program's purpose 
and characteristics . 

3, Positive in approach and appeal. 
4* Comprehenaive in scope, 

5, Continuous in application, 

6, Clear with simple messages* 

7, ' Baneficial to both the sender and the receiver, 
A S amp 1 a j 1 an 

The guidance staff of a local high school decided to 
initiate daciaion making-lvalues clarification groups for 
their 10th graders for the first semester of the school year. 
They carried iDut the necessory needs, assessment procedures , 
gained the support of administration and the teaching 
staff and davelopad a written plan for implementation and 
avaluation. As a part of the plan they also developed the 
following public relations calander of events, 
Augus 1 1 

li Prepare a news release to send to the local media 
explaining the new program. 

2* Write a pamphlet describing the program in detail* 
Send to various community groups and parents, 

3, Announce in the guidance newsletter how students 
can apply for the program, 

48 
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4, Give a short eKplmatlon of the program at tha 
ffaculty orientation meeting prior to the opening 
of school, 

5* Give an announcement to the student body at the 
opening aSBambly* 



September I 



1* Prepare a news ralease with pictures to send to the 
local media dascriblng the first few sessions. 



November: 



1. Have a panel discussion with several students in 
the program on local TV during National Career 
Guidance Week, 



December: 



1, Prepare a news release which describes the outcome 
of the semester program on decision makings-values 
.clarification for the local medlai 

2, Have a panel of students discuss the outcomes of 
the program at the December Inservice meeting for 
staff. 
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APPENDIX 
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PUOLIC HELATiONS ACTIVITIES FOR COIINSKLOHS 



Tha public relations activities presanted in the Appandix provides you 
with a substantial nuiiibar of ideas from which to draw* It is a suggestiva 
not exhaustive list of many activities guidance personnel can carry out to 
conmiunicata affectively with the public. 
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PUBLIC RELATIONS ACTIVITIES FOR COUNSELORS^ 



In the Sehool Syata 



m 



6 

7, 
8. 
9. 

10. 
11. 
12. 



sic 



1. Get Information to studants on how to contact counselors 

2. Have articles in the school paper regularly. 
J. Visit homGrooms* 

"'ifftuJLL'?"' school plays „d vesical prog.a^s a„d 

Work with teachers 1„ plamiing currlclum. 
b'^h ^" i" the school newspaper. 

t\?:rr"-^^ 

'^eet with departmental groups. ^ 

thfh"^^ wcouragement and information to new teachers - 
At the beginning of the school year, give an sccount^ i 
your Plans to a^q-tsf i-u^ a ■ t ^ account to taachers or 

v-^^^s to assist them during the year. 

14 rf^r ^^^^ ^ ^source person for teachers. 

15 P^h^ -f "'"^ '^^"hers of student achievements of all kinds 
J-i. Publish a guidance newsletter. " j- ^^na^ . 

thi: re^gSuily."""""" '^-PP^- Informative: and change 

Go out of the office to teachers. 
Give immediatn feadback to all co=workers 
Be active in local education association. 

BeTfLtr'i™ " co=workers. Be hu»an.' 

isa a little les^ modeat. 

h!,!'%^^^°''- ^" in-service meetings. Volunteer to be on program 
ave innovative posters in halls of all-buildings- P"Sram. 
UeveZop a guidance services handbook 

depSr^a't!'' " '"^ Suidanca 

29. LISTEN 

30. Ac end of year send principal, supervisor and superintendent and 

31. iirzTniiTr ^^i^^r^^-- .our o«,:?Ls. 

32. Keep informed on all school happenings. 



18 

19 
20 
21 
22 
23, 
24, 
25. 
26. 

27. Talk to 
28 
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33, Communicata wiuh uha total schoQl family - that includes custodians, 
cooks, and bus drivers as well as teachers. 

34, Keap busy at all times - Don't let others sea you loaf. 

35, Use school dapartment newsletters to inform about guidance activi- 
ties; ask for space to feature services. It might be possible Cu 
have &n tnuire issue devoted to elementary guidance, services and 
activities , 

36* Meet regularly with the principal to discuBS ways in which the 

counselor is of value to the school* 
37, Go into the cla^isroom from time to time with programs such as the 

Haaic Circle or DUSO, 
38* Become kno'^m in non-^problem oriented areas of the school such as 

helping in the afters-school sports program. 

39, Work to clarify your role in the school j be aggressive anough to set 
limitations on what you do in accordance with this role. 

40, Hold coffee hours for mothers and fathers to get to know them and to 
discuss selected topics , 

41, Develop a guidMce calendar for the month and publicise it, 

42, Contribute information to the school newspaper about wiiat you do* 

43, Use your own calendar as evidence of what you are actually doing; 
sumarize the number of times or the length of time you spend on 
various tasks. Include a brief description of what each task in-^ 
eludes and its value, 

44* Schedule a weekly meeting with your principal to share joySj concerns ^ 
needs, etc. Such a dialogue can be valuable* 

45. Plan a meeting for teachers to be conducted by specialists toi 

-^inform of services 
^inquire of their needs 

^communicate to break down resistance or apathy and to 
make it easier to use the services 

46, Plan an audio-visual presentation describing,._services # 

47* Prepare a questionnaire for teachers concernirig guidance services; 
have teachers fill it out and then discuss it*' ' 

48, Offer to be a speaker annually at a PTA. meeting to inform re* 

-developmental needs of children 
--counselor role 

-social and emotional needs basic to cognitive laarning 

49, Seek every opportunity to inform about the many aspects of counseling 
services; do people really understand your role? If not, why not? 

50, Hold evening sessions for working parents to consult with counselors. 

51, Seek an opportuniLiy to present a report to the School Committee about 
counseling services and their values, 

52, Prepare a handbook for parentEj students , adniinlstrators j demonstrating 
what services are available because the school has a counselor, 

53, Invito administrators, parents | and school conttiittee members to 
special programs or group activities sponsored by the guidance staff 
or counselor. 

54* Win the support of some staff members by providing Bcr^ices and being 
of help. 

55, Enlist the support of a core group of parents to help you put a program 
across* 

56* If yQU have Echievement tQ43t proiriles for paruntSj arrange an evening 
(or aftGrngon) program to explain the teating program and the home 
report sheeuf]. Have sliQet^ available for parents to sign for appoint- 
ments to discusi^ tout results* 

ERIC 5'^ 
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59 
60 
61 
62. 

63. 
64. 



67 

68 
69. 
70. 



r.han publicise It adopted 1„ your coomunlty; 

^;S'™L'"r£'°r„,\°\ ' t ^""f"^-— - di.cua. c„u„- 

spok= on his e:„acLti;L of ."-ho "'° ^-'■'"^"""•I'nt of schools 

by a round table dlsc„°sL^ (ollowed 

rl^iltTL^^T.:' '"'"'"^ ^" -"Vitus: report 

n:r."L^;;?°° """"^^^ -^"^"l^- ^ - ^H„t o„«-.-year effort Is 

c:L°JJt':e^Soul1"L°c'Ld\=r?r"" ""^"'"0" »( the 

te.chers, studental^d^. JI''""""'" ^dBlnistratlon. " 

Conduct Lp ^tmiTt "rstudL^'r"' " " P«==nr.el.) 

Groups, ^-u^ue, i'j^A^ Key Clubs InCerast 

^U^^ tlu'^l^^^^' --""8- A approach 

6S. Gee representation on flir.?^ a Suidance counselor help you?" 
invited to Lr^e L L Lv? =om:nittees. Hint = If n,t 

oarent and ask ^b!^ ? ^O'^'nittee, approach a student or 

-lor would tve a ^^t o Lt^lb^S? "th" ' ''^"^ ^ 

cake the necessary initilM^f ! student or parent could 

commlcteQ. ' initiative nacaasary to have you included on the 

^^^'l^^''^J^i^l ~°- « orientation 
student referr"?' j"^^^^ "'^^n to, and why to subtnlt a 

cor^a whH he p'thef c:il as ' ^^^^-'f general 

invit. new CeaLr/tHhr u Le L:/::^ Llo^ anl'f 'T'^'' 
acquainted session and show thr^, h,"^- ^" informal get 

maximum e-tposure Rotate the signs pariodically for 

a^^ifyor^afhefpi: ~ ^^^^ ^^-^ ^^-^ -"U anU 

f:Lra:"::ioue"ines dur^^^tr'" ^ °^ 

dolly activity Report tolh! '"^ ^P^"^ °" 

educLion in t^rm of't.H.n "^"""^n ^"d/or the board of 

officicnoy .ni eff. H "^^'^^^ teacher needs, 

-i.iAQ*(,ncy ana effectlva uso oi the rounsalorU j j 

experienee. counsi,4.or s skills, education and 
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Prasunt a Carciur of uho WBok. Briefly deworibQ u c^irecsi: on Monday 
over nh^ publin addresa, hava a speaker on Tuesday, pui: up bulletin 
board niaterials, have two stiudants visit i:wo different Iccations and 
spend a day with a peraon working at hU job. Students rtipDrt back 
to thoce □LudentQ who oxpreased an intarest: in the career, 
Se^^k out teachers and sugQUat soing to their .;ooniu and present to 
their clfiss educational, ocGupational or personal-social infomation 
which may be relavant to current legsons or units belnB taught* In 
this way the *;tudmits snd ceachers are both Informed, 
Whenever you receive new inforrnation from which studentB might bene- 
fit, make teachers aware of it. The best approach might be to intro- 
duce the subject in the teachera^ lounge over coffee or around the 
lunch table, follQwed by soma official cont/act either by letter, 
meetins or per son-^to-^person , 

ConLluct in-yervice training programs and workshopa for teachers, 
e^.g., on mental health in the classrbom, on teachcr=s tudent rolation-= 
ships, or undarstanding test seoras, etc. 

Organise a students^ guidance council; each room should be represented. 

llie counselor could meet with those students to gat feedback on the 

kind of information needed and also use these students as conveyors 

of informational services to the students in their class. 

Have a student serve as a guidance services cDlumnlst for the school 

newspaper. 

Most administrators are too busy to get involved in the routine of ■ 
the ccunselor's day at work. They do appreciate knowini what the 
counselor is doing and why. It might be appropriate to invite the 
principal to attend one of your group sessions with students, a 
diagnostic test-interpretation session, a parent conference session, 
ate. He may not; be able to attend, but at least cOTmnunication will 
have been established and ha will be aware of your efforts to con- 
tribute to the welfare of the students. 

Create a new image, It may in some cases be^^nore effective and lees 
time consumins to build an image rather than to emphasize changing 
th.£ iHiCge, " 

Orgmii^a group guidance and group counseling sessions with students, 
Hava a busy schedule planned well in advance* This could prevent the 
assigning of routine clerical functions to guidance counselors. 
Encourage raferrals for counseling by periodically placing a referral 
for ccunsaling form in teachers' mail boKes, 
Think PRJ Ever ything each of us does is PR! 
Taka your administrator to lunch I 
.Develop Job Descriptions, 
Toot your own horn! 

Invite School Board mambers to visit the guidance departnit>nt on an 
individual basis. 

Ask to demonstrate counseling techniques at ccunty principal meetings 
or other appropriate sessions. 

Turn in a summary report of yearly activities to principals. School 
Hoard members and Suparintendant* 

Do statistical reports on test data and report to principals. 
Encourage principals to visit quality guidance programs. 
Encourage principals to attend professional guidance mc^atings and 
secure support by inviting them to local guidence chapters. 
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Counsalors should raocmber to j.ivo tanrlu^r.. 

occasionaUy ^ t;i-ar.lun& a pat on the back" 

Sqg that admlnis tr/i rrn-tt ^ ^f- - ^ 
95. B. not Ju.t cha stuHa;^f ^"-^ °' ""^"^'^^^^ counselor do«s . 

tha .^PGA and fron tSa^oc^^ "5 fiuidance frmn the standpoint of 

.un.,, ,urr.nc thoughts and trands in'guldan ^^P^"" 

"-S:--- --^^^^ ..... and 

oaii rjussui-a Uia t,.«..|ior H,,.. t^O'J"»^Ii« . In tliose soosioni vo-i 

'■■Ul, teachers. """iti^s not In conflict ' " 

"".ro'ec;\^ritrL".i:iLp\°.^^ . — =. 

and how to Btudy unlt^ display DOT. catalogs, occupational UUs 

Ren, fi octupational presentation. — .3__„ t- 

'.oav« periodic notes In tsachGra' bo«s to svol.l,, ^ 

s°Jd.:ce:""'° '° °" — ' ^h»u,ht= i„ 

'^^/"^/'ItJ"'""'^' ln-Prove..ant In „ clasa or grad. In 

^^-n^ ^^r^j-^^- — ----^ ^.^nm., 

other than yo.r office "^^"""-^ " ""<i<=nts In places 

,„„ " ="epstion box outside your office. 

fi^^:'^ ^ - ^" "-d.„t input for prosr..., 

"° ^^^-ru^ny .Ith different 

:r•t^:^.::^.:r.:c"::l^:If:h^":prt/°"' "'■-^■^ — -o.ra.s 

'^i:pi:iri;;^siL:t:ryicc:rio = t^-- --i-- 
.ctive pa.„.i,cxp..t,-,:c.rpo^i:Jhi:: "n-fi^-^ii-s-^i;.. 
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3. Be active in community alffairfs. 

4. Navar turn da^m an opportunity Co oxplain proarain. 

. VO.U Sf to^-:i-/ILt-.- SiL -i--;.. 

y. Call and toll parunts Qood news. 
lU. Have counaelor buslnuss cflrds 

Jbofr.^''"' ^ '"""^ '^"IJ^ "i-^h the program director • 

a °pec r.v:.rr" ^^^^^^^^ P^^S^..; you'do^'t hfr" have 

Which h?::hi h " ° r '° "^"y stations hav. programs 

waiclL'l^og^a^ i^^r ^ di«cua«ion for.at and often 

12. Orgftnlza parent sroups to focus on topics of mutual Interest 

"Ir^^V^": /r""'"'^^' ^'^'^^^ '^^^^■^ - waokly nLa^ap rf doing a 

IS lually una-n,tand vour role? If not whv not? 

1.. .rransa par.nt coffee hour, to .>:plain spacial s.rvLeflor chilLn 

doctor" «t" "' " infonnatlon: Mental ha«lth clinic: 

d'f "i'hr^" '"'V" '^^"^'^^ ^"'^ 5 or 6 parent, durln, tha 

18 rf f-^ counsGlor prasenu to contributa to disous.fong 

8. Iduut.fy yout allies- get tha. to adv.rtls. for you. 

S.«k sKnibic ,paca for a guidance presentation = a bank -window a 
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Hchooi district..) '""^^ compat-isone betwoan naighbor^n. 

-3. Contact Che chairmsn of cha ^ r, - 

^ Rotary Club and arrL^e %1 bf a^^^c^^™'"'^ °' ^^-^ ^i--" 
Discuss chG iLnportinice of n f ^pe«k«r at one of the maetings. 

in^portant It i| for "^Jf^^r^f^^^^^ information. Explain hof 

Provide thatn With a puidffo. th'r. rti"^ " ^ P«t±cuUr job. 
volunteer, to talk to ^ud'^L ^'^^h mambor who 

B. prepared to B^vf h^S^L; ^^'^ '^^^^^ 
^ntara.t^d In che job or tobs t^e ^ ^^^^ of students who 

Disousa tha kinda of jobs ° udont^ L ^f^'-^^d to apeak on. 
escod in and tha aignifica;;^ thf T ^^^^ ^^"^^ i"t:ar^ 

^rough .,hool. HeLta hJ^ to tha neaf '"'^ "'^'^^ '^^^^^ 
Klian appropriate, make us,, of ^ vocational guidanca. " 

st:ations. Don't wait for^otonf i '^'"' '° nawapapara and radio 

policlas of your .fhool ^'f": '^1 '° '^^^^ inltlatlva. Know 

a public ralatlona oarson suo^lvM / ' "leases must go through 
ralaaaa. kaaplng in'mind tha b'^L r'o ' "herwlse writa youlown 

la not anough. 6. ^an, . A ona-«hot onca-«-yQar effort 

Sfboard of education/"' =-"dentiality for coneidaration to ' 

ssSof toi^uaLrff ^?:h ^haT^i ^^^^ 

tho forms used by the auidanr. f ''"^^^^^^ Dfipartmant. Put all of 
^how tha scope and tig^ i ^^^^L '^f "^f "S"^- a booklet: to 
responsibilicias. " SUidanca activities and 

school newalatter. answers xn the local paper or 

conunlctees. officer Bin /'"=P°"''"ilitlwa ^ leadership roles - 

feaslonal organl^atL^a 'ed'a l^f "L^ff --bership m pro- 
hours taken. Present tils at % , ^"fl"''« ^«=ent courses and 

30. invita local Kiwanis o ttary laadaj^° o''""'°" "^"^"^^ 
career speakers and publlcl^lnr c^rS f^^"-" obtaining 

region could cooperatfand" hr i"^^''"' "^^^ ^=hools L 

if-^=-unityL:p::a;ion'::n:vo SLri!""^^^^ ^^^^^ " 

31. Share mimaographad sh.ats. booklet^ etl ^f i ,° ^'^ encouraged, 
forences that describe what "uidan^^ " u ^"^^^ ^"'^ "'^te con = 
fles in guidanca. what coun""-:" 1-"','^'° ^"'l t:eachers' 

cleacriptiva booklet or improC; on^ vou", '^"^^°P ^^^"'^ '^"^ 

32. Local as'-nni ^f^^ ^ . ^ , t^^^y^ Lfiu one you havG, 

. „ the laarninH ni-nr-,:,H« - 
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27. 



28. 
29. 



School Counselors - hcLl" f ? 

th^n f develop pupil salf^ralianca 
School Coun.cior^ - h"i°"f^ ««lf ^understanding. 

deS^^r'" ^^-^^ ^"-h and 

-hool counselor. ^ helping pupil, by ,ncans of counse^inp 

coordinating, and consuieins services.' 
- 46 - 
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U-cvcn.xon ot self ^llnating and sflU-dafaHting ^ntiLuda. and ba^ 
havi.. patterns makes aense financially. Strl.o the d.'^ew'ntaJ 
andpravcnciva amphasis of Buidanea and counseling. -''P'"^-"'^^^- 
... M.-aj.d over ..sphasl.ins auidanca aocivitlos. Counsalor co-le.d.r^ 
cou d help paront. focus on their own salf^und„s tending «nd how 
Lnx. ral^cea zo thair parant=child ralatlanahips . By aounsoHng 
parent groups, we could d.monstmta what counsolina i« Ld how 

36' c'v^ "Pi'"^="nici.a to speak to counsalor education alasaos. 

37 m:^c preoenuai:lons for our various publics. 

J^. .^^^e PiEaoHSi concact with legislators. 

;:o' services posters In laundromats, etc. 

40' Spl^'c t"Vr"'f t"' ind.,,ry, union groups. Mutual 'help. 
2^. apw„.c to trj.nclpalB' orgQUi«at:lons . 

41. tUxka annual prosentation co tha school board. Film prasent ops 

ara cflpaclally effaculvai 1 ^^-en.auJ.onb 

Speal4 to church groups = prosrams to church groups = letters to 
thase groups discussing aervicea. -s-cterb to 

S'on PR^'lrr^ '7^"" in cooparotion with Ch«nber of Commerca. 
Be a cou'^ r Submit articles to allied publications. 

fl r ' P^"^^ " Education Association StaL Ni^ht ex= 

plaining how counSQlor and teacher work cogethar. 

mierf """^P*f"^' =^^1^ " editor about f illars--^=use counseling 
47. ' 
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2?. Uacch Che paper for ooranunity programs, attend and offer co help 
43. Become involved in Che local youth programs. - r co help. 

50 ' Hob'^oW^H newspaper, and make their acquaintance. 

"trend thf T"? f^'f " " -''^^ °f ^'^h-l- 

31. .-itcund the school board meecdngs. 

52. Invite resource people into the school to conduct Workshops of 
Human Relations. Drug Abuse, etc.. and provide vocational 
ini: orinawion , 

Contact local madia when you have a special event that vou want 

Form Human Relations Clubs ^ invite press in to cover activities. 
Counselors could accompany students chat receive scholarship awards 
tnut are usually given by Elks Club, etc 

bk.ke club sponsors aware chat you are willing to help contacr 
reKource persons to speak to their croups. 

for and offer help with two -way 'communication between ^^e^tal 

C^uncU 'Sfpolicf '^--"^^ I'-bation 

n^rbe :^LS":nnL-enche:wi°e"^^"^^ ^^^'^ ^'^^ 

and pr^iLetf^^lii::/^"^^' ""'^''^ ""^^ ^ ^ 

Establish pi..ent discussion groups (contact by phone, serve lunch, 
provide baby sitting service). 
61. Givo dcn;onstration at PTA of DUSO. Dimensions of Parwnallty. role 
Pla>in8. or some activity you do (involve parents). 

a^^LSitltc"!"''''' °" ^""^ -tivlcles" (number of contacts.' 

Survey teachers and/or parents to learn how affective you have 
been - if favorable, publish results. 
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^ I'utod, teeitlng dates, etc. "^t" "Po" Mrda are dlstrl-^ 

i« gtva^ .el.tll^ " S Lr.r^S::; J"'"^"'!-"^^ 'nf=™<.tlon 

CGur 

^ ■ B^n-^axtL^:;^^^:;^ ^-^^ ---^p- in.^.,,., 

6b. J'laca information insa« i:! ,:eport: card 
6^. H.va a p.ga in .ho ..udont: handbook 
/U. Cunaut-t: purent workshops J « 

1. U« t.i.phcnc contact ,^u'l, ,;:;.^„tr'"' ^"f"™""". " = • 

lajK to church circle groups 

birthday". -"ch afa telephone calla, lotfrs, "happy 



75. Ba accessible Co parcnl-s. 
/o. Participate In community accivltlea. 

7B. Cc^eior'coorSatn "^^rT ''''' coun^aim,. . 

Day.. Con^unlty ra«o„rcr;f sLs LfthrnJl^r"^' ''^^^"^ 
Student, ar. able to attenrduring "Ldy haU 'gL'" 

^^Mri^Ji ^t:^^^ wor.in, through 

for 450 students to go inco ^he co™-. ? P^-^"-^"'^^ n,a«a 

..k.d to bri.ny e.pLin1hei wor^^: ^ Studo'tr'"'' 
becornQ involved, ask qudstlon- _ r . etc. Students can then observe, 
80. The ministers of the ^^^^ ff '^e people themselves. 

A counselor sits ut eacrtable to . f°^,lunch at the school, 

and shara concerns 

f^misor questions about the school 
Career Day sponsorB are invited for i,-n^i, j 
fro. the Couns^Uns Staff f„, „ " """^ V™i -r"""'" 

87, Cl„,„c-circuU W 1 'Lf „:!^' "r'""^'^' ^-'on, school.. 



81, 

til. 



lixpiorer Fusts 
i)rug CQuncil 
Advisory Ba^ird 
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